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R E C O R D S R E T E N T I O N A N D D I S P O S A L S C H E D U L E 

AGENCY Ve.pt. o$ Planning and Code. En^oKcemznt DIVISION j m „ g E n v ? f l 0 

litem No. Description Retention 

{GRADING PERMITS 

iles containing all related correspondence and plans for authorized 
(permitted) earth disturbance to include, but not limited to; clearing, 
excavating, filling, stockpiling, and logging and timber removal 
which disturbs more than 5,000 square feet of earth. These files 
contain plans, sensitive area reports, violation notices, cash receipts, 
correspondence, etc. 

GRADING WAIVER FILES 

Requests for modification or exception to the Grading Ordinance. 
These files are kept separately from their related permit files, 
however the approval/disapproval is attached to the grading permit 
file. These files will contain the processed application, transmittals, 
plans and approval letter, generally. 

ENVIRONMENTAL PROGRAMS INSPECTION REPORTS 

Magnetic tape containing the database on the inspection report. 
histories for every site in Environmental Programs' jurisdiction. 
Hard copies of this material was kept in the permit files until the 
computer database system was initiated. 

Retain hard copy of finaled 
permits in storage for four 
years, then destroy. 
Microfische to be 
Uaintained for 10 years, then 
destroyed. 

Retain in office for 20 years, 
then destroy. 

These magnetic tapes are to 
remain in the office for 20 
years, then destroy. 
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2 6i 2 

Item No. Description Retention 

GENERAL CORRESPONDENCE 

Correspondence, both internal and external, relating to the goals and 
objectives of the division/county. These files are retained for 
reference and informational purposes. 

These files are to be kept in 
the office for three years then 
destroyed. 



WSTPUCTX>M$ -.TYPE OR PRINT A SEPARATE FORM FOR EACH NEW 
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION 
SCHEDULE (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 27S - JESSUP. MARYLAND 20794 

AGENCY RECORDS INVENTORY 

Page . Of 

| . DEPARTMENT/AGENCY 

Planning and Code Enforcement 
2. DIVISION 

Inspections/Env. Programs 
3. UNIT 

Environmental Programs 
DEFINITION • Rtcordi Str l ts - A group of t t l i t t d r tcords normilly ftltd ind ui»d n a unit for r t f t i t nc t n wdl i t rrUntfon and dltpotltion p u i p o i t t . 

4. RECORD SERIES TITLE 

Grading Permits 
5 . EARLIEST YEAR / L A T E T E S T YEAR 

1988 T O 1995 

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of inforrnation/ctocumenis/forms found in the Series. Include the purpose or function of the Series) 

Files containing all related correspondence and plans for authorized (permitted) 
earth disturbance to include, but not limited to; clearing, excavating, filling, 
stockpiling, and logging and timber removal which disturbs more than 5,000 square 
feet of earth. These files contain plans, sensitive area reports, violation notices, 
cash receipts, correspondence, etc. 

7. RECORD SERIES FORMATfS) 

• Letter Size a Microfilm 

H Legal Size • Computer Tape 

O Bound Book a Floppy Disk 

• Audo Tape • Video Tape 

O Other (Specify) 

8. RECORD SERIES SEQUENCE 

• Afchabetieal 

& Numerical 

• Chronological 

• Geographical 

0 Other (Specify) 

9. VOLUME 

30 

& File Drawees) 
• Microfilm Reel (s) 
• Computer Tape (s) 
o Other (Specify) 

Number 

10. ANNUAL ACCUMULATION 

fl* File Drawer (s) 
a Microfilm Reel (s) 
• Computer Tape(s) 

g O Other (Specify) _ 

Number 

11. FILE IS USED 

• Dairy Weekly • Monthly 

12. FILE BECOMES INACTIVE AFTER 

3 
• Month(s) X Year(s) 

Number 

13. CURRENT LOCATION(S) (BMg.. Floor. Room) 

2664 Riva Road, 2nd Floor 
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office) 

o Yes 8 No 

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation^) 

a Yes rX No 

16. AUDIT REQUIREMENTS 

• None a State • Federal • Independent 

17. IS AN INDEX SYSTEM USED7 (If yes, explain briefly and 
ctesOTe any hardware/software) 

a Yes_ » No 

18. RECOMMENDED RETENTION 

Hard copy 4 years. 
Microfische 10 years. 

19. NAME AND TITLE OF PREPARER 

Dawn Rainey, Secretary II 
20. TELEPHONE NUMBER 

(410) 222-7790 
21. DATE 

October 2, 1995 

DGS 550-4 (Remed V93) 



INSTRUCTIOW - TYPE OR PRINT A SEPARATF FORM FOR FACH NEW 
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION 
SCHEDULE (DOS 550-1) 

DEPARTMENT O F GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 • JESS UP. MARYLAND 20794 

AGENCY RECORDS INVENTORY INSTRUCTIOW - TYPE OR PRINT A SEPARATF FORM FOR FACH NEW 
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION 
SCHEDULE (DOS 550-1) 

DEPARTMENT O F GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 • JESS UP. MARYLAND 20794 P a n e 2 Of 4 

kl DEPARTMENT/AGENCY 

Planning and Code Enforcement 
1 DIVISION 

Inspections/Env. Programs 
3. UNIT 

Environmental Programs 
DEFINITION - Rtcordi Sarlai • A group of related rtcorde normally filed ind used n i unit for reference «t well a t rttantlon and disposition purpoit*. 

4. RECORD SER IES TITLE 

Grading Waiver Files 
5. EARLIEST YEAR / LATETEST YEAR 

1990TO 1995 

1 RECORD SERIES DESCRIPTION (Briefly descnbe the types of informatiortfcccurnenis/forms found in the Series. Include the purpose or function of the Senes) 

Requests for modification or exception to the Grading Ordinance. These files are kept 
separately from their related permit files, however the approval/disapproval is 
attached to the grading permit file. These files will contain the processed application, 
transmittals, plans and approval letter, generally. 

7. RECORD SERIES FORMATfS) 

• Letter See • Microfilm 

X> Legal Size • Computer Tape 

• Bound Book • Floppy Disk 

• Audo Tape • Video Tape 

O Other fSoeaM 

8. RECORD SERIES SEQUENCE 

• AJahabetical 

35 Numerical 

• Chronological 

• Geographical 

• Other (Scedfv) 

9. VOLUME 
X File Drawees) 
• Microfilm Reel (s) 
• Computer Tape (s) 

2 a Other (Soecify) 

Number 

10. ANNUAL ACCUMULATION 
& File Drawer (s) 
• Microfilm Reel (s) 
• Computer Tape(s) 

•jy. • Other fSoeriM 

Number 

11. RLE IS USED 

• Daily • Weekly Xi Monthly 

1 1 FILE BECOUES INACTIVE AFTER 

3 • Monihfsl X> Yearts) 
Number 

13. CURRENT LOCATIONtS) (Bldg.. Floor. Room) 

2664 Riva Road, 2nd Floor 
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (I' yes. specify agency or office) 

• Yes cX No 

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regutation(s) 

• Yes X No 

16. AUDIT REQUIREMENTS 

ft None • State • Federal o Independent 

17. IS AN INDEX SYSTEM USED? 0' yes. explain briefly and 
describe any hardware/software) 

k O Yes Of No 

18. RECOMMENDED RETENTION 

20 years 

19. NAME AND, TITLE OF PREPARER 

Dawn Rainey, Secretary II 
20. TELEPHONE NUMBER 

(410) 222-7790 
21. DATE 

October 2, 1995 

DGS 550-4 (Remed V93) 



.INSTRUCTOR - TYPE OR PRINT A SEPABATf F n n u FDR Fkru kPW 
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION 
SCHEDUU (DGS SSO-I) 

DEPARTMENT OF GENERAL S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 - JESSUP. MARY1AN0 20794 

AGENCY RECORDS INVENTORY 

Page 3 Of ^ 

L|. DEPARTMENT/AGENCY 

Planning and Cede Enforcement 
2. DIVISION 

Inspections/Env. Programs 
3. UNIT 

• Environmental Programs 
DEFINITION • Rtcordi S t r l t i • A group of rtlatod raeordi normilly fllid ind ui»d 111 unit for r i f t rcne* a* w*(l 11 rtUntion and dlipoiltion purpoi ta . j 

4. RECORD SERIES TITLE 

Environmental Programs Inspection Reports 
5. EARLIEST YEAR / L A T E T E S T YEAR 

1993 T O 1995. 

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information'documents/forms found in the Series. Include the purpose or function of the Senes) 

Magnetic tapescontaining the database on the inspection report histories for every 
site in Environmental Programs* jurisdiction. Hard copies of this material was kept 
in the permit files until the computer database system was initiated. 

7. RECORD SERIES FORMATfS) 

• Letter See 0 Microfilm 

W a Legal Size V Computer Tape 

• Bound Book • Floppy Disk 

a Aixio Tape • Video Tape 

• Other (SoeaM 

8. RECORD SERIES SEQUENCE 

• Alphabetical 

• Numerical 

£ Chronological 

• Geographical 

• Other (ScedM 

9. VOLUME 
O File Drawer(s) 
a Microfilm Reel (s) 
9c Computer Tape (s) 
• Other (Soedfvi 

3 
Number 

10. ANNUAL ACCUMULATION 
• File Drawer (s) 
• Microfilm Reel (s) 
CC Computer Tape(s) 

o o Other (Soerifvi 

Number 

11. FILE IS USED 

• Daily K Weekly • Monthly 

12. FILE BECOMES INACTIVE AFTER 

Never a Month(s) a Yearfsl 
Number 

13. CURRENT LOCATION® (Bldg.. Flow. Room) 

2664 Riva Road, 2nd Floor 

14. IS RECORD SERIES DUPLICATED E L S E W H E R E ? Q( yes. specify agency or office) 

0 Yes » No 

15. ACCESS RESTRICTIONS (II yes. cite law(s) 8 regulation(s) 

- O Yes K No 

16. AUDIT REQUIREMENTS 

X : None • State • Federal • Independent 

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and 
desert* any hardware/software) 

U £ Y a computer directory N o 

18. RECOMMENDED RETENTION 

20 years 

19. NAME AND TITLE OF PREPARER 

Dawn Rainey, Secretary II 
20. TELEPHONE NUMBER 

(410) 222-7790 
21. DATE 

October 2, 1995 

DGS 550-4 ( R n s a ) VS3) 



. IHS7RUCTJ0><5 - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW 
REVISED RECORO SERIES. FORWARD WITH RECORDS RETENTION 
SCHEDULE (DGS 550-1) 

DEPARTMENT O F G E N E R A L S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 • JESSUP. MARYLAND 20794 

AGENCY RECORDS INVENTORY 

P a g e 4 Of ^ 

p . DEPARTMENT/AGENCY 

Planning and Code Enforcement 
2. DIVISION 

Inspec tions/Env. Programs 
1 UNIT 

DEFINITION • Racordi Sarias • A group of related recorde normally filed and uttd at a unit for r t far tnc* at wall at rttantlon and disposition purpo t t t . 

4. RECORD SERIES TITLE 

General Correspondence 
5. EARLIEST YEAR / LATETEST YEAR 

1 9 9 1 T 0 1995 

6. RECORD SERIES DESCRIPTION { Briefly describe the types of informaliorVdocumems/forms found in the Senes. Include the purpose or function of the Senes) 

Correspondence, both internal and external, relating to the goals and objectives of the 
division. These files are retained for reference and informational purposes. 

7. RECORD SERIES FORMATfS) 

^ • Letter Size • Microfilm . 

^ X 1 Legal Size • Computer Tape 

• Bound Book • Floppy Oisk 

• AixJo Tape • Video Tape 

o Other fSceofvl 

8. RECORD SERIES SEQUENCE 

M Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other ( S D e a M 

9. VOLUME 
£ File Drawees) 
• Microfilm Reel (s) 
• Computer Tape (s) 
• Other (Soeafy) 

3 
Number 

10. ANNUAL ACCUMULATION 
• File Drawer (s) 
• Microfilm Reel (s) 
• Computer Tape(s) . 
X other isoecrfvi mamtainec 

3 
Number 

11. F I L E IS USED 

• Dady K Weekly • Monthly 

1 1 FILE B E C O M E S INACTIVE A F T E R 

3 • Monthfs) & Yearts) 
Number 

13. CURRENT LOCATIONfS) (Bldg.. Floor. Room) 

2664 Riva Road, 2nd Floor 
14. IS RECORD SERIES DUPLICATED E L S E W H E R E ? (If yes. specify agency or office) 

o Yes 14 No 

1S. A C C E S S RESTRICTIONS (If yes. cite law(s) & regulations) 

O Yes X No 

1 

1&. 'AUDIT'VEQUIREMENTS 

' •, • '„tX None" a "State^. a Federal o Independent 

- ''• 

17. I S A N INDEX SYSTEM USED? (If yes. explain briefly and . „ 
descnbe any hardware/software) f

A , 

k O Yes Of No 

18. RECOMMENDED RETENTION -

3 years", in, the office, then destroy. 

| 19. N A M E AND TITLE O F PREPARER 

| Dawn Rainey, Secretary II 
20. TELEPHONE N U M B E R • • • ^ / 

(410) 222-7790 
21. DATE 

October 2, 1995 

DCS S50-4 (Rmsad V93) 


